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Mark Item Missing

This is where you mark an
item missing that was
supposed to be on the shelf
but it isn’t there.
+

<+

Mark Item Missing Properties:

*

You must have the specific “MISSING” or

-+

Mark Item Missing and

Mark Item Lost

“Trace” (Partners) user for your library. If your MISSING
user is not available in that gadget, please open a help

desk ticket.

Mark Item Missing *

4 vk Ttem Missing

% rk Item Missing : Item Search =

Ll

| Search for:: JUV 641.5 BUCHOLZ -

Index:
1 In this library: PWOOD -

:Call Number - | [Tvpe:
Keyword

) Browse
@ Exact

Current: The unofficial Harry Potter cookbook — JUA. .

\_- EXACT Item ID 39904000347292, PWOOD: 1 This is item
- | Tite Author

Call number

-

Description | Call Number/Item

MMM39904000347292 - 1 - BOOK -
ik 5 BUCHOLZ - BITTERROOT
Il 39525010346352 - 1 - BOOK - JUV-NF

=l ) 641,5942 BUCHOLZ - LPL 3

-l 39514010638794 - 1 - BOOK - LOST-ASS|
(=l 641.5 BUCHOLZ - BELGRADE B

-l 33773100686065 - 1 - BOOK - CHECKED(
=l J641.5 BUCHOLZ 2010 - BOZEMAN

-l 33773003452078 - 1 - BOOK - CHECKED(
qfll J 641.5 BUE - DRUMMOND

1l 33285000222701 - 1 - BOOK - JUV-NF
48l 641.5 BUC - BCC1 o

< 1 | 3 <« [m] r

Mark Item Missing

MISSING -

Price:

— | Home location:
Ttem category 1:
Ttem category 3:
Item category 5:
Date created:
Date last charged:
Last discharged:
Date inventoried:
Times inventoried:

[WF| Mark Itern Missing : Set Properties |i|

Behavior | Helpers

Display property page: ) Wizard Startup @ Newer

At end of wizard

Show

Close

Card #: PWOOD-MISSING

@ Show checked buttons

Mark Another Item Missing

) Perform selected action

Perform
@ Mark Another Item Missing

Close

Open the Mark Item Missing wizard:

1.

2. Choose Mark Item Missing

This does not mark the item
missing yet. It closes this pop-
up. You must complete step 3 to

Search for the item or enter the item barcode in the
popup Item Search helper (the default is that this helper
automatically pops-up upon opening this wizard. If you
have this set to not popup, you can open it or directly
enter the item barcode. The assumption is that you do
not have a barcode to scan if you cannot find the item,
but maybe you have it on an inventory list).

Using the helper

finish the process.

4.

OR
Using the barcode

2. Choose Get Item Information

A brief display of the item info
will appear at the top of the

screen and the Mark Item Missing
button will become available.

Choose the Mark Item Missing (again)

The item will

now be moved to the missing/trace user

and appear on the list below where you entered the
barcode. On this list, the current location will be
displayed as MISSING. Choose to enter more items or
exit the wizard to finish.


http://libraries.msl.mt.gov/statewide_projects/montana_shared_catalog/support.aspx
http://libraries.msl.mt.gov/statewide_projects/montana_shared_catalog/support.aspx

NOTE: Items in MISSING and LOST are not automatically taken care of. You need to set up a procedure to deal

with these items and remove them if they can’t be found.

Additionally, MISSING items still display in the OPAC.

Mark Item Lost

WF| Mark Item Lost : Set Properties

Display property page: ) Wizard Startup @ Never

Behavior | pefaults | Helpers

Automatically bill for lost item
Pay Now
Display item from search before marking it lost
At end of wizard
) Show checked buttons @ Perform selected action
Show Perform
Mark Another Item Lost @ Mark Another Item Lost

Close ) Close

Payment types that open cash drawer

Payment type:

To Mark Item Lost:

Patron Search:

1.

Use the User Checkouts helper
the patron or scan the patron’s card.

to search for

Select the lost item and choose Mark Item Lost.
This “selects” the item to be marked as lost, but
does not mark it yet.

That helper will close and the item will be listed at
the top of the screen. Make sure the item is correct
and choose Mark Item Lost again.

A billing box will pop up. You can change the item
amount, processing fee, and choose the payment
amount here.

Choose Pay Now or Bill User (or cancel).
A confirmation box will pop up. Just choose OK.

NOTE - If you are just choosing to charge a
processing fee, you must put an amount in the item
price. This can be 1 cent if you just want to charge
the processing fee.

_> Lost item: $19.99

This is where you mark an
item lost that is checked out
to a patron but they told you

that they can’t find it.

+ +  +

Properties:

¢ Automatically bill for lost item: There is a way to
cancel a bill later so if you mostly bill for lost items,
you can leave this on.

¢ If you uncheck it (because you only bill at the end
of the year or another reason), you have to
manually recreate the bill later.

+ Pay Now just provides the option for the patron to
pay right after the item is marked lost.

T7H Item Lost: User Search NEE

1
Search for::
Card : 098
Search for:: -Search
Index: Card # - Type
In this library: PWOOD .| © Keyword
) Browse
List of users
Name Card # Alt 1D Phone

Johnson, Albertine

Current user checkouts

[ Select All
Select Title Item ID Date Due Reserve Type
] Born to run 33236006006920 1/19/2018,23:59 BOOK
] 13 things ment... 33144007223057 1/19/2018,23:59 BOOK
\ ] Anne of Green ... 39526010027769 1/19/2018,23:59 BOOK
0 Runny Babbit re... 33236006129739 1/19/2018,23:59 BOOK

Mark Ttem
—p | 2 || cancel

Mark Tten Lost ; Billing for Lost Item,/Processing Fee

Billing user

Card #: 098
Alt ID: Johnson. Albertine

For lost item

Item ID: 33236006129739

Title:  Runny Babbit returns
Author: Silverstein, Shel, author.
Price:  $19.99

1811 SILVERSTEIN

Billing info
Amount

Payment type: -
Processing fee: $0.00

‘ Bill User

Pay Now (b) l

Cancel
Last Item Bill




